Updated 9/18/2015

My Personal Data ESS WALKTHROUGH
Bank Information

Trigger:

Use this document to change your direct deposit information in ESS.

Business Process Procedure Overview:

The Bank Information service is located in the My Personal Data Section of ESS. Employees can
use this service change their direct deposit and banking information.

Pg.1: Main Bank - Employees must have one valid record for direct deposit.

Pg.7: Other Bank - Employees can maintain up to three additional accounts to direct
deposit a portion of your paycheck separately from their Main Bank.

Pg.12: AP Reimbursement Bank [DOT Employees ONLY] - Department of Transportation
employees can create and change their AP reimbursement bank (travel
reimbursements).

Employees CANNOT change their Bank Information until their Agency HR has
Q entered their original Bank Details into the system. If your Bank Information
CRITICAL! screen displays as blank, contact your Agency HR. The Direct Deposit
Enroliment & Change Form can be located on the BEST website:
http://www.osc.nc.gov/BEST/support/forms py.html

Edit Main Bank Details

1. From the BEACON Home Page, Click the My Data (ES5) | 151,

‘ Weloome TRrrT_—— Dev - bpidaliz : 2

(0L 1y Data (E5S) My Stadf (1MSS)

Home

Welcome to the BEACON Portal

Quick Links

The BEACON portal provides you with the tools you need to better access and manage your state benefits and
”% personal information. For additional support information, visit the BEST (BEACON Enterprise Support Team)
a "! Shared Services website at www.osc.nc.gov/best . If you need assistance while using the site, please call the

BEST Shared Services Center from 8 a.m. to 5 p.m., Monday through Friday, at 7T07-0707 if local to Raleigh or 1-
866-NCBESTA(U) (1-866-622-3784) outside the Raleigh area.

Note: The portal will be unavailable weekdays from 8 to 9 p.m. and on Sundays from 2 to 8 p.m. for regular

maintenance.
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My Personal Data - Bank Information

2. Click My Personal Data.

Overview

Employee Self-Service applications provide North Carolina State employees with easy access to information and services. This page gives an overview of the entire offering.

My Benefits

Display the plans in which you are currently enrolled; enrollin new benefit plans during the
State's
annual enroliment periods; access State Health Plan forms.

Personal Datal

Record your working times, plan your leave, and display your time data.

/\\\t;‘/ My Working Time

Quick Links.
Record Working Time

My Pay

Dizplay yvour pay statement, or reprint your W-2/\W-2c. zzes, direct deposit, and information about family members and

dependents.

3. The My Personal Data screen will be displayed. Click Bank Information.

My Perzonal Data

My Personal Information
Addresses
Maintain your addresses.
NOTE: Both address lines 1 and 2 are limited to 32 characters.
If you are making an infout of state change to your permanent
residence, please ensure your Tax Withholding Information
iz alzo updated.

Tax Withholding Information

Waintain the infermation on your Federal (W4}, NC (NC4}), or
other state withholding forms. NOTE: If you are making an
infout of state change, please ensure your Address
information is alzo updated.

Work Communication Data
Display your email address and your main work contact telephone number.

Change Persenal Communication

COccasionally it is necessary to communicate important information to state employees, including
during non-work hours. This could include emergency or other time-sensitive information.

To help ensure that you receive this information in a timehy manner, please consider providing

your mobile phone number and perzonal email address. Your personal contact information provided
here will be used exclusively for state business and will never be shared with other parties or
organizations for any reazon. To add or update your home phone number, go to "Addresses.”

Direct Deposit

Bank Information
deposit and banking information.

IMPORTANT NOTICE: The Office of the State Controller (OSC) transmits
vour payroll payment electrenically based on the information you
provide. It is important that you enter correct account and kank
routing numbers. |f the payment transmission fails because you
have incorrect or outdated information, OSC can only provide a
replacement payment AFTER a refund from the financial institution
has been received. Direct Deposits must comply with US law and
requirements of the Office of Foreign Assets Control (OFAC). By
entering bank data here, you are affirming that the entire payment
amount you receive |5 NOT subject to being transferred to a foreign
bank account. OSC has the right to retract and correct direct deposit
payments, as necessary.
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My Personal Data - Bank Information

4. The Bank Information Screen Will be displayed. To edit your Main Bank details, click
under Main Bank.

My Data (ESS)

Overview My Working Time My Benefitz My Pay My Perzonal Data

Bank Information

I» 1 2 3 4 4
Qverview E Revie Save
Main Bank
Payee: Shelby TestlDS64
Bank Mame: STATE EMPLOYEES CREDIT UNION
gunt lumber:
Other Bank
Payee: Shelby TestiDS4 Payee: Shelby TestiDS4
Bank Mame: STATE EMPLOYEES CREDIT UNION  Bank Name: STATE EMPLOYEES CREDIT UNION
Account Number: Account Number:

| Hew Other Bank ¥ | | New AP Reimbursement Bank k | | Exit |

5. Enter in your updated Direct Deposit information (See next page for details).

Main Bank

Note: Be sure to have a check from the account into which
the deposit will be made available to reference.

Enter your Bank Number, which appears on the
bottom left of the check as indicated by number 1 below.

° Enter your Account Number, which appears on the bottom
middle of the check as indicated by number 2 below. The

Bank Number: deposit account number length varies by financial institution.
Account Number: [ 5 |®checking O savings O None o Do not enter the Check Number, as indicated by number
3 below.

@Suzy Q. Carolina No. 1582 %

123 Boeacon Lane
UsD Raleigh. NC 27699 DATE.

Currency:

PAY TO THE
ORDER OF. $

For,
[Bi:1234567891) @508211349)  (1582) B8

4
The bank/ The deposit The check number
routing number is account number (may appear before
denoted by nine the deposit number)
(9) digits surrounded
byl

Valid as of Future Date:|09/01/2015 |

I( Previous Step | | Review b]

Updated 9/18/2015 Page 3 of 15
€ QOSC Trai

Itegrnn i Ransa




My Personal Data - Bank Information

6. (Cont.) The majority of the Fields default from your Personnel Record. Make sure you
enter the Following Fields:

Field Name

Bank Number

Description

The ABA routing number for
your financial institution. This
number will be nine (9) digits
long.

Values

Enter value in Bank
Number.

Example: 123456789

Account Number of your Bank account. Enter value in Account
Number The length can vary depending Number.
on the bank.
Example: 01234567
Checking or Indicates whether the account is | Check the Radio
Savings a checking or a savings account Button for either
Indicator Checking or Savings.

NOTE: On the right side of the screen, a sample check is displayed. Use this image as a guide
to enter your bank routing number and your account number. Please ensure you have
one of your checks readily available when maintaining this information in ESS.

Mote: Be sure to have a check from the account into which
the deposit will be made available to reference.

Enter yvour Bank Number, which appears on the
bottom left of the check as indicated by number 1 below.

a Enter yvour Account Number, which appears on the bottom
middle of the check as indicated by numibxer 2 below. The

deposit account number length varies by financial institution.

Do not enter the Check Number, as indicated by numi»er

The bank’

routing number is
denoted by nine

(9} digita aurrounded
S

The deposit
account number

3 below.
@Sulr Q. Carolinm MNo. 1582 I%I
123 Beacon L.
Falaigh, MC 27699 s
PAY TO THE
ORDER OF %
1 (2]
For
%234567&@@0321@ @ E=L
= el
+ 1 1

The check numilser
{may appear before
the deposit numiber)
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My Personal Data - Bank Information

7. Check the field at the bottom of the screen labeled Valid as of Future Date to see when
the change will take effect. You can choose the effective date by selecting the first day of
that Payroll Period (see Monthly and Bi-weekly Payroll Examples Below).

Main Bank
Country USA Note: Be sure to have a check from the account into which
o [Shishy Testo62 the deposit will be made available to reference.
ayee Shelby Testi064
; —— o Enter your Bank ., which appears on the
City bottom left of the check as indicated by number 1 below.
ZIP Code. 27609 ° Enter your A N ber, which app s on the b 1
o = middle of the check as indicated by number 2 below. The
Bank Number: 253177049 deposit account number length varies by financial institution.
Account Number: @ Checking (O Savings O None o Do not enter the Check Number, as indicated by number
3 below.
Payment Method: |Payroli Direct Depos
Purpose [ | @snxy Q. Carotina No. 1532%
Currency: uso n.u.h. Nc 27699
PAY TO THE
ORDER OF.
o 0
1:1234567891;)(0508211348
The bank/ The deposit The check number
routing number is account number (may appear before
denoted by nine the deposit number)
(9) digits surrounded
by}

Valid as of Future Date:{09/01/2015  «
[ext]

Monthly Payroll Bi-weekly Payroll

0702015 07/04/2015

08/01/2015 07M&2015

09/01/2015 W oain1zo1s VY
“alid as of Future Date{07/01/2015 |= “Valid as of Future Date:| 07042015

|4 Previous Step | [ Review »| | Exit| [ Previous Step | [ Review » Exit

07/01/2015: Change is effective for 07/04/2015: Change is effective for
July 2015 Payroll Pay period beginning July 4%, 2015.
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My Personal Data - Bank Information

8. Once all the information has been updated, click .

Valid as of Future Date:07/01/2015 |

h Previous Step | | Exit |

9. The information you have entered will be displayed. If you found an error, select
[4 Previous Step | +6 retyrn and correct the mistake. If correct, click L5ave],

4

Overview Edit Review and Save Confirmation

Verify the Bank data below

Main Bank

Country: USA

Payee: Shelby Testilg4

City: Raleigh

ZIP Code: 27809

Bank's American Bankers' Association Number: 253177049

Bank Account Number: -

Account Type: Checking Account
Payment Method: Payroll Direct Deposit
Purpose:

Currency: usp

Walid from 07/01/2015

h Previous Step h Save

10.You should receive a confirmation that “the changes you made to your Bank data were
saved.”

I» 1 2 3 E -

Overview Edit Review and Save Confirmation

The changes vou made to your Bank data were saved
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My Personal Data - Bank Information

Add/Edit Other Bank Details

1. From the Bank Information screen, Click [Mew Gther bark M to create a new record,
or select to change an existing record.
My Data (E5S)
Overview My Working Time My Benefits My Pay My Personal Data
Bank Information
I 1 2 3 4 4
Overview Edit evie e
Main Bank
Payee: Shelby Testll64
Bank Name: STATE EMPLOYEES CREDIT UNION
Account Number:
Edit
Other Bank
Payee: Shelby Testll64 Payee: Shelby Testils4
Bank Name: STATE EMPLOYEES CREDIT UNION  Bank Name: STATE EMPLOYEES CREDIT UNION
Account Number: Eeaa e
ci
| Hew Other Bank ¥ | | New AP Reimbursement Bank k | | Exit
2. Enterin your updated Direct Deposit information (See next page for details).
I» 1 2 3 4 -4
Overview Edit Review and Save
Other Bank
Bank Number:
Account Number: | checking (=) Savings () None
Currency: usD
Standard Percentage: Ijl
or
Default Value:
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My Personal Data - Bank Information

3. (Cont.) The majority of the Fields default from the Personnel Record. Make sure you

enter the Following Fields:

Field Name

Bank Number

Description

The ABA routing number for
your financial institution. This
number will be nine (9) digits
long.

Values

Enter value in Bank
Number.

Example: 123456789

Account Number of your Bank account. Enter value in Account
Number The length can vary depending Number.
on the bank.
Example: 01234567
Checking or Indicates whether the account is | Check the Radio
Savings a checking or a savings account. Button for either
Indicator Checking or Savings.

NOTE: On the right side of the screen, a sample check is displayed. Use this image as a guide
to enter your bank routing number and your account number. Please ensure you
have one of your checks readily available when maintaining this information in ESS.

Mote: Be sure to have a check from the account into which
the deposit will be made available to reference.

Enter yvour Bank Number, which appears on the
bottom left of the check as indicated by number 1 below.

a Enter yvour Account Number, which appears on the bottom
middle of the check as indicated by numibxer 2 below. The

deposit account number length varies by financial institution.

Do not enter the Check Number, as indicated by numi»er

The bank’ The check
routing numiber is
denoted by nine

(9} digita aurrounded

ke Ia

The deposit
account number

3 below.
@Sulr Q. Carolinm MNo. 1582 I%I
123 Beacon L.
Falaigh, MC 27699 s
PAY TO THE
ORDER OF %
1 (2]
For
%234567&@@0321@ @ E=L
= el
+ 1 1

{may appear before
the deposit numiber)

numilser
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My Personal Data - Bank Information

4. Choose how much money will be deposited into the Other Bank. You can choose either
a percentage using the Standard Percentage field, or a set dollar amount using the

Default Value field.

I» 1

Overview

Other Bank

Edit

3 4

Review and Save

Bank Number:

[253177049

&)

Account Number: |

| O Checking (=) Savings () None

Check the field at the bottom of the screen labeled Valid as of Future Date to choose how
long the Other Bank will be active. You can choose when the change will take effect by
selecting the first day of that Payroll Period (see Monthly and Bi-weekly Payroll Examples

Below).

Validity Period:{07/01/2015 |

[12/31/9989 |

| 1 Previous Step | | Review F |

| Exdt |

NOTE: An end date of 12/31/9999 indicates the record will remain active until you make a

change.
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My Personal Data - Bank Information

Monthly Payroll Bi-weekly Payroll
070172015 DTRAIZ01S
0210172013 07/18/2015
09/01/2015 W 1ame0s Y
Walid as of Future Date:| 07/01/2015 [ valid a= of Future Date|07/042015
|4 Previous Step | [ Review b | Exit [4 Previous Step | [Review »|  [Exit]
07/01/2015: Change is effective for 07/04/2015: Change is effective for
July 2015 Payroll Pay period beginning July 4%, 2015.

1. Once all the information has been updated, click [Feview ¥]

Valid as of Future Date; 07/01/2015 |

| 4 Previous Step |i| Review k| [ Exit |
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My Personal Data - Bank Information

2. The information you have entered will be displayed. If you found an error, select

|4 Previous Step | t6 retyrn and correct the mistake. If the information is correct, click

[Save],

Bank Information

I» 1

Overview

2 3 4 -

Edit Review and Save

Verify the Bank data below

Main Bank

Country:
Payee:
City:

ZIP Code:

US4

Shelby Testilc4
Raleigh

27805

Bank's American Bankers’ Association Number: 253177049
Bank Account Number:

Account Type:
Payment Method:
Purpose:
Currency:

Checking Account
Payroll Direct Deposit

UsD

Walid from 07/01/2015

[| 4 Previous Step |

[ save] [ Exit |

3. You should receive a confirmation that “the changes you made to your Bank data were

saved.”

k]
]

2 3 4

I»

Review and Save Confirmation

The changes yvou made to vour Bank data were saved

NOTE: When payroll processes, any Other Bank records will be applied first, then the
remainder of your paycheck will be deposited into your Main Bank.
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My Personal Data - Bank Information

Edit AP Reimbursement Bank Details (DOT EMPLOYEES ONLY)

1.  From the Bank Information screen, Click LNew AP Reimbursement Bank ¥ |t create a new

record, or select to change an existing record.

My Data (E55)

Owerview My Personal Data

My Working Time:

My Benefits My Pay

Bank Information

I 1 2 3 4 -1

Overview Edit Review and Save
Main Bank
Payee: Shelby Testilg4

Bank Name: STATE EMPLOYEES CREDIT UNION
Account Number:

Edit
Other Bank
Payee: Shelby Testl064 Payee:

Bank Name: STATE EMPLOYEES CREDIT UNION  Bank Name:
Account Number: Account Number:

| Mew Other Bank k| New AP Reimbursement Bank k Exit

Shelby Testils4
STATE EMPLOYEES CREDIT UNION

2. Enter your Bank information (See Next Page for details).

Bank Information

I» 1 2 3

Overview Edit Review and Save

AP Reimbursement Bank

Bank Number:

Account Number: L | Checking

Currency: usoD

() Savings

(®) Mone

Updated 9/18/2015
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My Personal Data - Bank Information

2. (Cont.) The majority of the Fields default from the Personnel Record. Make sure you
enter the Following Fields:

Field Name

Bank Number

Description

The ABA routing number for
your financial institution. This
number will be nine (9) digits
long.

Values

Enter value in Bank
Number.

Example: 123456789

Account Number of your Bank account. Enter value in Account
Number The length can vary depending Number.
on the bank.

Example:

0508211348
Checking or Indicates whether the account is | Check the Radio
Savings a checking or a savings account. Button for either
Indicator Checking or Savings.

3. Check the field at the bottom of the screen labeled Valid as of Future Date to choose how
long the Other Bank will be active. You can choose when the change will take effect by
selecting the first day of that Bi-Weekly Payroll Period.

Bank Information

I 1 2 3

Overview Edit Review and Save

AP Reimbursement Bank

Note: Be sure to have a check from the account into which
the deposit will be made available to reference.

o Enter your Bank Number, which appears on the
bottom left of the check as indicated by number 1 below.

Enter your Account Number, which appears on the bottom
middle of the check as indicated by number 2 below. The

Bank Number: deposit account number length varies by financial institution

Account Number: l:l !

Checking () Savings () None 9 Do not enter the Check Number, as indicated by number

3 below.
No. 1532%

@5«!? Q. Carolina
123 Boacen Lans
Ralaigh, NG 27600

Currency: uso

DATE.

PAY TO THE
ORDER OF. $

S, 7

For
%I:123456739I': y(@508211348) 1582) =L

1 1 1
The bank/ The deposit The check number
routing number is account number (may appear before
denoted by nine the deposit number)
(9) digits surrounded
byl

Valid as of Future Date | 03/01/2015 =
4 Previous Step

Updated 9/18/2015
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My Personal Data - Bank Information

4. Once all the information has been updated , click [Review b]

Valid as of Future Date{ 07/01/2015 |

|4l Previous Step m

5. The information you have entered will be displayed. If you found an error, select
|4 Previous Step | to return and correct the mistake. If the information is correct, click

[Save]

Bank Information
I» 1 2 3 P 4
Owverview Edit Review and Save firmation

Verify the Bank data below

AP Reimburzement Bank

Country: USA

Payee: Shelby TestiDc4
City: Raleigh

ZIP Code: 27809

Bank's American Bankers® Association Number: 2531770459
Bank Account Number:

Account Type: Savings Account
Payment Method: Payroll Direct Deposit
Purpose:

Currency: usD

Walid from 07/01/2015

4 Previous Step Save Exit
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My Personal Data - Bank Information

4. You should receive a confirmation that “the changes you made to your Bank data were
saved.”

I 1 2 3 4 -

Ohversiew Edit Review and Save Confirmation

The changes yvou made to vour Bank data were saved

Additional Resources

If you have questions, or require additional assistance, contact BEST Shared Services:

Phone (Raleigh Area): (919) 707-0707
Phone (Toll Free): (866) 622-3784
Email: BEST@osc.nc.gov

Training HELP website:
http://www.osc.nc.gov/training/osctd/help/
Other BPPs:

ESS Maintain Tax Withholding Information

Change Record

Change Date: 9/18/2015 | Changed by: David Lassiter

Changes: 1. Updated Format
2. Updated Screenshots
3. Updated language and layout
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